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CHAPTER ONE 
BEFORE YOU START 


If you haven't used an APPLE computer before, information 
regarding machine functions and the handling of diskettes can be 
found in the APPLE manuals. Although you will still be able to 
operate VISION-CASHBOOK without these manuals, it is a good idea 
to acquaint yourself with them beforehand, to the extent that you 
feel comfortable operating the computer. If you have an APPLE 
//e, there is an excellent instructional disk which comes with 
the computer. If you have an APPLE II, the first few chapters of 
the "Basic Programming Manual" will perform much the same job. 


1.1 Hardware Requirements 


VISION-CASHBOOK has been designed for use on an APPLE II or APPLE 
//e microcomputer system, with the following facilities: 


APPLE II or //e microcomputer 

- At least 48K of RAM 

- Applesoft BASIC 

- At least 1 DISK II diskette drive 

- DISK II controller 

- Disk Operating System (DOS) 3.3 

- Visual Display Unit (screen) 

- Printer 
Note : Although recommended as standard equipment, the printer is 
not strictly necessary, since all reports can be displayed on the 


screen. You may also use some types of hard disk drive and 128K 
RAM cards. 


1.2 How To Use This Manual 


This manual is designed both as a teaching manual and a reference 
manual. The next chapter (Chapter 2) gives you an overview of 
VISION-CASHBOOK, its capabilities and functions. Read through 
this cha_ter before you do anything else. 


Chapters 3 and 4 are tutorials, which you should work through 
before attempting to use VISION-CASHBOOK on your own data. Each 
tutorial will take about half an hour to do. Once you have 
finished them you should be familiar with most aspects of the 
program. and be able to operate the system on your own financial 
data. 


Chapter 5 is a reference chapter on the operating conventions of 
the system, while Chapter 6 explains how to begin with 
VISION-CASHBOOK. The main reference section is Chapter 7, each 
section of which deals with one of the six main VISION-CASHBOOK 
functions, as selected from the Main Menu. 


There follows five Appendices. Appendix A contains "Dos and 
Don'ts", handy tips and rules which will make the operation of 
VISION-CASHBOOK much easier. Refer to it as you learn to operate 
VISION-CASHBOOK. Appendix B contains some sample disbursement 
codes, and general information on disbursement codes. Appendix C 
contains special information you will need to know if you are 
using a hard disk drive. Appendix D explains how to use a 128K 
RAM card, and Appendix E tells you how to initialise new disks. 


Throughout this manual we have used the triangular brackets, < >, 
to indicate what should be entered at the computer's keyboard. So 
when you are asked to enter <SMITH>, you should hit each of the 
keys, "S"™, "M"™, "I", "TT, and "H", one after the other, 


A computer keyboard is not quite the same as a typewriter 
keyboard. There are a few extra important keys. These are: 


KEY SYMBOL USED USE 

Return <RETURN>D Upon completion of entry. 

Escape <ESC> "Help"; to see what you should enter. 

Control <CTRL> Extra key, held down while another is 
pressed. 


Space <SPACE BAR> Space, or to signify that data is OK 


Of these, you will use <RETURN> most often. It is the large key 
at the right of the Apple keyboard. It is sometimes called the 


"Carriage Return" or "Enter" key. On the Apple //e it is the 
large key with the crooked arrow on it. Whenever you are directed 
in this manual to enter <RETURN>D, just press this key once. 


There are also arrow keys on the Apple. We will use the left and 
right arrow keys sometimes. These will be referred to as <LEFT 
ARROW> and <RIGHT ARROW>, and are the two keys on the Apple 
keyboard which actually have left and right arrows on then, 


CHAPTER TWO 
SYSTEM OVERVIEW 


2.1 Introduction 


Welcome to VISION-CASHBOOK. This computerised accounting system 
for the Apple II and //e computer performs the same functions as 
a manual cashbook, Instead of breaking all your cheques up into 
columns, as you do with a manual cashbook, VISION-CASHBOOK lets 
you disburse them over up to sixty codes. This is a lot more 
columns than most people use, and it means you can do things like 
sudivide your vehicle expenses into "petrol", Wom, 
"registration", "repairs", etc. 


You can also break up your deposits the same way, e.g. one code 
to "sales", another to "commissions" or "interest" etc., 
depending upon the nature of your business. VISION-CASHBOOK keeps 
track of all the amounts and breaks them up by month, so that at 
any time you can see how much youtve spent on a particular code 
(or "column") in each month. At all times you will have a true 
and accurate picture of your cash and expenditure, just by 
printing out the relevant VISION-CASHBOOK report. 


VISION=CASHBOOK is a powerful tool for the accounting staff of a 
Small to medium sized business, but its simple operating features 
also make it eminently suitable for home use. Utilizing the 
advanced features of the APPLE II microcomputer, VISION-CASHBOOK 
provides the capacity to handle up to 600 cheques or deposits per 
month on a single data disk. By disbursing, or dissecting, each 
of these cheques and deposits into individual expense and income 
codes, accurate control over income and expenditure can be 
maintained, 


Designed to be used by a person with no previous knowledge of 
computer operation, VISION=-CASHBOOK replaces the time-consuming 
and error-prone tasks involved with manually: 


Calculating the current cash position 

- Disbursing cheques and receipts into accounts 

- Cross adding account (column) totals 

- Transposing totals for on-going work 

- Searching for cheque details when reconciling bank statements 
- Summarizing bank reconciliations 

- Listing unreconciled cheques and deposits 

- Producing disbursed account totals for general ledger posting 


- Detecting and correcting any errors due to incorrect account 
disbursements, or transcription mistakes. 


VISION-CASHBOOK has been designed as an on-going system. 
Reconciled items can be deleted either as bank statements are 
received or at the end of the company's standard reconciliation 
period. This feature ensures that all unreconciled items remain 
in the system, available for instant review. 


Any number of cheque books may be controlled from the one 
VISION-CASHBOOK system. with each separate book having its own 
data disk and security password. 


All VISION-CASHBOOK transactions are protected by password, 
ensuring that only authorized personnel have access to financial 
records. As a further security measure, the operator must enter 
an identity code which is printed on each document produced. 


Every report printed by VISION-CASHBOOK includes the chequebook 
name, operator identity code and system date, ensuring clear 
identification of reports for timely action or filing. 


The VISION-~CASHBOOK system includes comprehensive backup 
procedures, providing the facility for duplicating all disks on 
which information is stored. This feature is invaluable not only 
for archive purposes, but also to ensure that information is not 
lost due to faulty or damaged disks. 


The VISION=-CASHBOOK system is built around four major functions, 
providing the operator with access to all the information held in 
the system. Each of these functions may be selected from a menu 
displayed on the screen, with further commands appearing on the 
screen to guide you through each stage of work. 


2.2 Add/Modify Cheques 


This function allows you to enter cheques and deposits into the 
CASHBOOK system or modify details of cheques and deposits already 
recorded, 


The details stored on each cheque and deposit are: 


cheque/deposit number 


- total amount 

- date 

- name of payee or source 
- memo 

- up to five disbursements 


(code, account name, & amount) 


The VISION-CASHBOOK system makes comprehensive error checks 
during data entry and modification, If an error is made you are 
informed by an audible tone and a mesSage on the screen, You must 
enter a correction before processing can continue, 


2.3 Search/List Cheques 


This function allows you to review and summarise all items 
currently stored in the cashbook, 


Cheques and deposits can be retrieved by: 


- cheque/deposit number (or range of numbers) 


payee/source name (or initial characters) 
~ date (or range of dates) 
- disbursement code 


You can select all reports and lists generated by VISION-CASHBOOK 
to appear either on the screen or on the printer. 


2.4 Reconcile Cheques 

This function allows you to retrieve each cheque and deposit 
record and verify it against the details shown on a bank 
statement. If the amounts agree the cheque/deposit can be marked 
as reconciled. If a discrepancy is revealed you have the option 
of correcting the details via the ADD/MODIFY CHEQUES function, 


Bank charges may either be entered at the completion of 
reconciliation or as dummy cheque transactions. 


A "Summary of Reconciliation" report is produced, showing the 
reconciled and unreconciled amounts and the current cash 
position. 

VISION-CASHBOOK allows all reconciled cheques and deposits to be 
deleted from the disk, leaving storage space for further 


transactions. A maximum of 600 cheques and deposits may be stored 
on the one data disk before deletion is necessary. 


2.5 List Cheques 
This function produces a range of reports crucial to effective 
cashbook management. 
At any time reports can be made which list: 
- reconciled cheques 
- unreconciled cheques 
- reconciled deposits 
~ unreconciled deposits 
together with the total amounts. 


Account summaries can be generated for a single disbursement code 
or a range of codes, either: 


- for a single month 
- for the twelve months to date 
-~ for each of the last twelve months 
These account summary listings form the basis for General Ledger 


postings, and provide vital information for production of a 
Trading Statement, Balance Sheet, or Profit and Loss report. 


CHAPTER THREE 
TUTORIAL — ENTERING DATA 


This chapter and the next chapter are designed as tutorials, to 
teach you how to use VISION-CASHBOOK. Once you have worked 
through the two sessions (each one takes about half an hour) you 
should feel confident enough to use the program, referring to the 
manual only when necessary. 


Follow these steps: 


# Make sure you know whether your printer (if you have one) has a 
serial or a parallel interface. If you're not sure, your dealer 
can tell you, 


* You must have an initialised blank disk. If you do not have 
one, initialise one. 


If you do not Know how to initialise disks, refer to your Apple 
DOS manual, p.13, or look at Appendix E of this manual. 


* Boot your VISION-CASHBOOK program disk. 
"Booting" is a computer term which simply means that you get the 
program off the disk and make the computer run it. You can boot 
the disk by placing it in the disk drive and either: 

1) Turning the Apple on at the switch at the back 


or 


2) Entering <PR#6> <RETURN>D from Applesoft, i.e. whenever the 
cursor immediately follows the "]" prompt on the screen, 


After VISION-CASHBOOK has been booted the light on the disk drive 
will come on while the program is loaded. After about thirty 
seconds you will see "VISION-~CASHBOOK" appear on the screen, 
After another few seconds you will see this prompt: 


INSERT DATA DISK INTO DRIVE 1 

PRESS RETURN WHEN READY 

* Remove the VISION=-CASHBOOK program disk and insert your blank 
initialised disk into Drive 1. Enter <RETURN>, by hitting the 
"Return" key. 

Although the disk has been initialised, there is no data on it. 


The program looks on the disk for cheques that have been entered, 
and finds none. What we must do is set it up as our DATA disk. 
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# You will now see the following prompt: 
NO CHEQUES EXIST ON THIS DISK 


DO YOU WISH TO CREATE THE FILE Y/N 


# Answer <Y> <RETURN>D for "Yes" 
# You will now see the prompt: 


ENTER OPENING BALANCE 


* Enter <12345> <RETURN>D. Notice that it appears as 12345.00". 
With amounts of whole dollars, VISION=-CASHBOOK enters the zero 
cents. If you make a mistake while entering this figure, you can 
use the <LEFT ARROW> to go back, 


When you come to use the program with your own data, it will be 
very important for you to enter the correct opening balance. It 
will be equal to your last bank reconciliation, plus outstanding 
deposits, minus outstanding cheques. But for now we are just 
following an example, so we needn't bother. 


# You will now see the prompt: 


ENTER DISB. CODE FOR BANK CHARGES 


* Enter <360> <RETURN> 


Every disbursment code, or "column", of your cashbook is given a 
three-digit code, between 000 and 999. You can use what codes you 
like. In this example, "360" is the code we will assign to bank 
charges. It is the only code entered in this way, others you 
enter as you go. 


11 


# You will be invited to enter data by a series of prompts: 
* SYSTEM DATE: Enter <131283> <RETURN>D 


This is the 13th day of the 12th month in the 83rd year, i.e. 
December 13th, 1983. Notice that the program inserts slashes in 
the right spots to turn "131283" into "13/12/83". 


* PASSWORD: Enter <ABCDE> <RETURN>D 


This is a unique password that you will enter every time you use 
this DATA disk. It can be any five characters. When you are 
entering your own password later on, be sure you remember it! 


* CHEQUE BOOK NAME: Enter <TUTORIAL PTY LTD> <RETURND 


This is the name of the mythical company we will be using in the 
tutorial. 


* PRINTER TYPE (N/S/P): Enter 


<S> <RETURN> if you have a printer with a serial interface, 
<P> <RETURND if you have a printer with a parallel interface. 
<N> <RETURN> if you have no printer, 


If you are unsure what sort of printer you have, consult your 
dealer, and enter <N> for now. 


* PRINTER SLOT: Enter the Slot number of your printer, followed 
by <RETURN>. The Printer is usually in Slot 1, which is the 
default value displayed on the screen. To accept the default 
value, hit the <RIGHT ARROW>. You will then go on to the next 
field. You will not be asked this question if you entered <N> for 
"No Printer" in the previous question, 


* USER I.D: Enter your first name, or your initials. Whatever you 
enter here will print out on all your reports. If you do not want 
to enter anything here, just enter <RETURN>. 


* DATE FORMAT: Hit the <RIGHT ARROW>. This accepts the format on 
the screen, and is the same as entering <DDMMYY> <RETURN>D. 


This field allows you to change the date format, e.g. the 
Americans use MMDDYY, with the month before the day. We will 
leave it as it is for our tutorial, if you want you can change it 
when you later come to use a real data disk. 


* DOES YOUR PRINTER USE FORM FEED: You will only be asked this if 
you answered <P> or <S> to the printer question, You may enter 
<Y¥> or <N>. If you are unsure, enter <N>, you can always change 
it later, 
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* DATA CORRECT Y/N: If you are satisfied with all your answers, 
enter <Y> <RETURN>. If you are not, you can answer <N> <RETURND, 
which will return you back to the top of the screen, where you 
can use the <LEFT ARROW> and <RIGHT ARROW> keys to move your 
cursor to the incorrect data, where you can overtype it. 


Once you have responded to all the prompts, the disk drive light 
will come on, the disk will whirr and be set up as a CASHBOOK 
DATA DISK. 
* You will now see the following display: 
TUTORIAL PTY LTD 11/12/83 
DO YOU WISH TO :- 

O. EXIT FROM CASHBOOK 

1. ADD/MODIFY CHEQUES 

2. SEARCH/LIST CHEQUES 

3. RECONCILE CHEQUES 

4. LIST CHEQUES 

5. BACKUP A DATA DISK 

ENTER YOUR SELECTION 

This display is called the "Main Menu", You have the option of 
selecting one of the displayed functions. There are no cheques in 
the system at the moment, so the first thing we must do is enter 
a few in. 
* Enter <1> <RETURN>. You will now enter the ADD/MODIFY CHEQUES 
routine. Look at the top of the screen, where you will notice the 
chequebook name ("TUTORIAL PTY LTD") and date (13/12/83) and the 


current balances, 


# We will now imagine that we are reading information from a 
cheque butt, starting at cheque number 345678 on 8th December 
1983. 


# Notice that the cursor is next to the CHEQUE NO. prompt. Enter 
<345678> <RETURN> for the cheque number, 


*# The cursor will move downs next to the DATE prompt. Enter 
<081283> <RETURN>. The date 08/12/83 will appear. 


# Next to the PAYEE prompt, enter <JOHNS GARAGE>D <RETURN> 
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* Next to the MEMO prompt, enter <RETURN>. This field is 
optional, you may put in a small reminder about the cheque if you 
like. 


* Next to the VALUE prompt, enter <23.4> <RETURN>. Notice that 
the amount "23.40" appears. VISION-CASHBOOK puts in trailing 
zeros in monetary amounts. 


* You are now prompted to enter a CODE. This cheque to Johns 
Garage was for petrol ($20) and a new petrol cap ($3.40). 
Throughout this tutorial we will use identical codes to those 
contained in the Appendix at the end of this manual. 


® Enter <470> <RETURN>. This tells the program that at least some 
of this cheque will be disbursed against code 470, which we 
haven't yet used and is therefore "UNKNOWN", 


* Ignore the "UNKNOWN" and enter <M/VECH. PETROL & OILD> <RETURND. 
This indicates to the system that code 470 will be for Motor 
Vehicle Petrol and Oil. 


* Enter <20> <RETURND. This indicates that $20.00 of this cheque 
is being disbursed against code 470. 


# Enter <500> <RETURN>D and <M/VECH. REPAIR/MAINT> <RETURND to 
enter another code into the system. 


* ENTER <3.4> <RETURND. Do a mental check to see that the two 
parts of the cheque to total to give the amount you entered in up 
the top. 


# Your cheque is now entered in, so rather than enter another 
disbursement code, just enter <SPACE BAR>. You will see the 
prompt: 


DATA CORRECT Y/N 


#* Enter <Y> <RETURN>D. You have now finished with that cheque and 
are ready to enter another, 


# Note that the "TOTAL DEBIT" and "CLOSING BALANCE" amounts at 
the top have been updated. VISION-CASHBOOK gives you a running 
total of all transactions, 


*# With the cursor at the CHEQUE NO. prompt, enter <RETURND. 
Notice that the number increases by 1, from 345678 to 345679, 
Saving you from having to type in the whole number again. If the 
number is completely different, you can type it in over the old 
number, but if you are going through a range of cheques in 
numeric order, it is simpler to just hit <RETURN> each time. 
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# You will now be next to the DATE prompt again. The next cheque 
was just two days after the last, so rather than enter the whole 
date again, enter <10> <RETURN>. This will give you a date of 
10/12/83. 


# Enter <CASH> <RETURND next to the PAYEE prompt. 
# Enter <PETTY CASH> <RETURN> next to the MEMO prompt. 
# Enter <56.54> <RETURN>D next to the VALUE prompt. 


# Enter <470> <RETURN>. Notice that this time you are not told 
that the Code is "UNKNOWN". After you have entered a code in once 
it remains there. You can change it, but there's usually no 
reason to unless you have made a mistake. 


# Enter <RETURN> to step over the Code description to the amount. 
Enter <10> <RETURN>. 


# Enter <540> <RETURN> and <POSTAGE> <RETURN> and <16.54> 
<RETURN>. 


# ENTER <380> <RETURN> and <CLEANING> <RETURN> and <30> 
<RETURN>. 


* You have now entered in all the amounts into which this cheque 
is being broken up. Enter <SPACE BAR>. Enter <Y> <RETURND to 
accept the data, and your cursor will return to the top of the 
screen, ready to accept another cheque, 


* This time we will enter a deposit instead of a cheque. Next to 
the CHEQUE NO. prompt, enter <D1112> <RETURN>. Notice that the 
CHEQUE NO. prompt changes to an inverse DEPOSIT NO., and that 
PAYEE changes to SOURCE. Apart from these two small differences a 
deposit is just like a cheque to enter. Of course, deposits will 
add to your "CLOSING BALANCE" figure. 


# Deposits do not normally have numbers as such. The only rule in 
VISION-CASHBOOK is that they must be prefaced by a "D", as above, 
followed by no more than five digits. After the "D" it is best to 
enter the first four digits that appear on the DATE prompt for 
the deposit number, e.g. "D1212" is a deposit on 12th December, 
"D706" is a deposit on 7th June, etc. This deposit was on 11th 
December, hence the DEPOSIT NO. of "D1112". This makes the 
deposits easier to identify at reconciliation time, 


*# Next to the DATE prompt, enter <11> <RETURN>. The DEPOSIT NO. 
now agrees with the date. When you get your bank statement, you 
will see the deposit on 11th December and know immediately that 
the only DEPOSIT NUMBER you could have given it was Dii12. 


*# Next to the SOURCE prompt. enter <SALES> <RETURN>. Leave the 
MEMO area blank by entering <RETURND. 
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# Enter <2345> <RETURND>D for VALUE. 


*# Enter Code <220> <RETURN>D, desciption <INCOME - SALES> <RETURN>D 
and amount <2345> <RETURND. 


*# As this will be the only disbursement against this code, enter 
<SPACE BAR>, and accept the data by entering <Y> <RETURN>. You 
will return to the start another cheque or deposit. 


* The prompts are still set up as if for a deposit. Enter 
<345680> <RETURN>, the next cheque number. The prompts will 
return to cheque format. 


# Enter in the details of this cheque yourself. It is dated the 
12th December and was paid to Australia Post. The amount was 
$12.00, all to be disbursed against Code 540, "POSTAGE". 


# When you have entered it all in, answer <N> <RETURN> to the 
prompt "DATA CORRECT Y/N", 


# Notice that the cursor returns to the DATE prompt. You may now 
change any of the fields you just entered. Let's say that the 
correct amount should have been $21.00 rather than $12.00, but 
that all the other information is correct. Hit the <RIGHT ARROW> 
arrow until the cursor is next to the "12.00" in the VALUE field. 
Now type <21> <RETURN>. The amount will change to $21.00. 


# Hit the <LEFT ARROW>. Notice that if you want, you can also 
move backwards through the fields. Now use the <RIGHT ARROW> to 
move forward again, after the "POSTAGE" code description and 
before the incorrect $12.00 amount at the bottom. Hit the <RIGHT 
ARROW> once more, to mistakenly leave this figure at $12.00 


# Enter <RETURND> to accept the data, with the two conflicting 
amounts. You will see the following message: 


CHEQUE DOES NOT BALANCE BY 9.00 


# VISION-CASHBOOK will not allow you to make this sort of 
mistake. It will always add the total of disbursements and tell 
you if you have made a mistake in your calculations, 


# Move the cursor with the <RIGHT ARROW> to the space before 
offending amount, just after the "POSTAGE" description. 


# Enter <21> <RETURN>. You have now made the two necessary 
changes to your data. Enter <SPACE BAR> and <Y> <RETURND to 
accept the changed data. 


* The cheque iS now accepted into the VISION-CASHBOOK system and 
the cursor is back on the CHEQUE NUMBER prompt. Enter <345678> 
<RETURN>. This was first cheque that you entered in this 
tutorial. 
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# Because you have already entered this cheque number, you will 
see the following prompt at the bottom of the screen: 


ALREADY ON FILE - MODIFY Y/N 


# Enter <Y> <RETURND for "Yes", Notice that all the details of 
that cheque reappear on the screen, giving you the opportunity to 
change any of the data, just as you did for the last cheque. All 
we will change is the MEMO. Move (with the <RIGHT ARROW>) to the 
Space next to the MEMO prompt. Enter <JUST PRACTISING> <RETURND. 


# Now use the <SPACE BAR> to accept the remaining data, and enter 
<Y> <RETURND> to accept the cheque data as correct. 


# So, once you have entered information, you can always go back 
and change it, even if it's days or weeks since you entered the 
cheque/deposit that you wish to change. 


# With the cursor on the CHEQUE NUMBER prompt ready to accept a 
new cheque, hit the <SPACE BAR>. You will return to the Main 
Menu, where you started after answering all the preliminary 
questions about your system. 


# We will now exit from VISION-CASHBOOK. Even if you are planning 
to continue straight onto the second tutorial. you should still 
follow the exit procedure, 


# Enter <0> <RETURN> to select option "0", EXIT FROM CASHBOOK, 
from the Main Menu. 


# You will now see the following prompt: 
DO YOU WISH TO DELETE RECONCILED ITEMS 


# Enter <N> <RETURN> for "No", We have not yet done a bank 
reconciliation, so we have nothing to delete. 


# You will now see the following prompt: 
DO YOU WISH TO SORT THE FILE INTO CHEQUE NUMBER SEQUENCE 


# Again, answer <N> <RETURN> for "No", If you answer "Yes" to 
this question, all the cheques and deposits you entered will be 
sorted into numeric, rather than chronological, order. You would 
rarely if ever want this to happen, for two reasons. Firstly, 
chronological order is far more convenient -- when you change 
your chequebook, for example, the numbers only very rarely 
continue on from where they left off. Secondly, sorting the 
cheques into order can take a very long time (half an hour or 
more) once you have a lot of information in the system, 
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* This session with VISION-CASHBOOK is now finished. You will see 
the following display on the screen: 


PROCESSING TERMINATED 
THE CHEQUE FILE IS .67% FULL 


THE DISBURSEMENT FILE IS 8.33 % FULL 


* This means that you have used less than one percent of you 
available cheques/deposits. AS you are allowed around 600 and you 
have only entered 4, this is correct. Similarly, you are allowed 
60 disbursement codes, and you have used 5. Even if you entered 
in 500 more cheques and didn't use any extra codes than you 
already have, this figure would not change. 


# Remove your Data Disk from the drive and turn off the Apple, 


You may now go on to the next tutorial, but take at least a ten 
Minute break to refresh yourself, 
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CHAPTER FOUR 
TUTORIAL — REPORTS AND RECONCILIATION 


In the last tutorial we saw how to enter cheques and deposits 
into the system. Now we will look at how to use this information 
in reports, and how to do a bank reconciliation. 


# Boot your VISION-CASHBOOK program disk. When you are asked for 
a data disk, insert the disk you used in the first tutorial and 
hit <RETURN>. 


Because you have already used this disk as a data disk, you do 
not have to answer all the questions to do with your system 
configuration. 

# You will now see the following display: 

TUTORIAL PTY LTD 

CORRECT DISK Y/N 

# It is the correct data disk, so answer <Y> <RETURND. 


# You will now be asked for the password. Do you remember what it 
is? 


# Enter <ABCDE> <RETURN>. You will not see these letters on the 
screen as you type them. This is a security precaution, so that 
people looking over your shoulder cannot see your” secret 
password. 


* You will now be asked to enter the date. Enter <151283> 
<RETURND> for 15th December, 1983. 


* You will now see the following message flashing on the screen: 
### SYSTEM BACKUP HAS NOT BEEN DONE ### 

This means that you did not back up (make a copy of) your data 
disk after you last session. It is not necessary to make backups, 
but it is highly desirable. Backing up your disk is covered in 


Chapter 7.5 of this manual. 


# You will be prompted for your user I.D. Enter your first name 
or initials, followed by a <RETURN>D. 


# The screen will now clear and you will see the message: 


CHEQUE DETAILS ARE BEING LOADED 
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* Tt will take a few seconds for the disk to load its data into 
the computer. After it has finished you will see the prompt: 


DO YOU WISH TO ZERO DISBURSEMENT TOTALS 

* Answer <N> <RETURND to this question. You only want to zero 
your disbursement totals (set or your code amounts back to zero) 
at the end of the financial year. 

* You will now see the following prompt: 

DO YOU WISH TO CHANGE OPTIONS 

* Answer <N> <RETURN> to this question. If you answered <Y> you 
would be asked again all the questions regarding your system 
configuration (Password, printer, etc.) which you answered when 
you set the disk up. This means that you can change all these 
details whenever you are starting a new session, AS you can see, 
the procedure for loading the data disk is different depending on 
whether you are starting a new data disk or continuing with an 


old one. 


* You will now see the Main Menu on the screen. Select option 2, 
SEARCH/LIST CHEQUES, by entering <2> <RETURND. 


* You will now see the following sub-menu: 
DO YOU WISH TO :- 

O. RETURN TO MENU 

1. SEARCH BY CHEQUE NUMBER 

2. SEARCH BY DATE 

3. SEARCH BY PAYEE 

4, SEARCH BY CODE 

ENTER YOUR SELECTION 

* Enter <1> <RETURN>. This allows you to search for cheques (or 
deposits) with a certain number, or between two numbers. You will 
now see the following prompt: 
ENTER FIRST CHEQUE NUMBER 
* Enter <345678> <RETURN>. You will now see another prompt: 


ENTER LAST CHEQUE NUMBER 
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* Enter <999999> <RETURN> -- six "9"s, You didn't use a cheque 
number "999999", but as this is the highest number possible, what 
you have done is say "give me every cheque with a higher number 
than 345678". 


* If you have a printer connected, you will now be asked: 
DO YOU WISH TO PRINT THIS DATA 


*# Answer <N> <RETURN>. This will cause the report to print to the 
screen only. The disk will whirr as it looks for the cheques, and 
you will soon see the details of cheque numbers 345678 and 345679 
appear on the screen. Have a close look at the details on the 
screen. You will notice that all the information you entered 
about the cheque is displayed: The number, date, payee, memo, 
value, and disbursments., You will also notice that the cheque 
number is in inverse, with an asterisk next to it. The asterisk 
indicates that the cheque has not yet been reconciled. We will 
look at reconciliation later in this tutorial, 


# Hit <RETURN> to go to the next screen, and see the remainder of 
the cheques. There is only one more, number 345680. When you have 
finished, hit <RETURN> again and you will be back at the 
SEARCH/LIST CHEQUES menu, 


# Enter <1> <RETURN> again. This time enter <1112> as both the 
first and last CHEQUE NUMBER, and print it to the screen (by 
answering <N> to the DO YOU WISH TO PRINT THIS DATA question, if 
you have a printer). Notice that the number you entered is a 
deposit number, but it was not necessary to enter "D" before it. 
Notice too that some deposit details, the number, SOURCE, and 
value, are in inverse on the screen. This makes them instantly 
recognisable. 


# Enter <RETURND to return to the menu, 


# Now we will look at some of the other options. Enter the date 
option, <2> <RETURN>. You have the option of entering a beginning 
and ending date, and having all cheques and deposits between 
those dates print out. 


* Enter <081283> <RETURN> for the first date, and <121283> 
<RETURN>D for the second. This means you are asking to see details 
of all cheques and deposits between 8/12/83 and 12/12/83 
(inclusive). This is in fact all the cheques you entered in the 
last tutorial. 


* Print the report to the screen, 
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*# Notice how this report is different to what you get with the 
SEARCH BY CHEQUE NUMBER report. The details of each cheque take 
up just one line, they are summaries. Most of the reports will be 
like this, only the SEARCH BY CHEQUE NUMBER report contains full 
details of cheques and deposits. Note too that the deposit 
displays its value in inverse, making it instantly recognisable. 


* When you have finished looking at the report, hit <RETURN>D and 
select option 3, SEARCH BY PAYEE. This allows you to search 
through your cheques for a certain payee, and list out only those 
cheques with that payee. 


#* When you are asked to ENTER PAYEE, enter <J> <RETURN>. The disk 
will whirr as the program searches for all payees, or "sources" 
of deposits, beginning with a "J", You do not need to enter the 
whole name. If you had more than one payee starting with "J", 
they all would have been listed. This allows you to only enter in 
as many letters as you need to to distinguish between different 
payees. 


* When you have looked at that report, return to the menu and 
select option 4, SEARCH BY CODE. Here you can only search for a 
Single code, not a range of them. 


* Enter <540> <RETURN> when you are asked for a code. This is our 
POSTAGE code, which we disbursed two cheques against in our last 
tutorial. 


*# Print the report to the screen, You will see two cheques, 
numbers 345679 and 345680. The first one has an asterisk next to 
the amount, $16.54, and the second one has no asterisk next to 
its amount of $21.00. The asterisk in this case signifies that 
that amount was not the total amount of the cheque, but only that 
part of it which was disbursed against code 540. That cheque had 
a couple of other payments against it too. 


*# AS you can see, there are a number of different cheque listing 
reports available. Experiment with them now if you want. With a 
little practice you can get any sort of report you want, by 
cheque number, date, payee, and disbursement code. If you have a 
printer, you can print them out on paper, or "hard copy", if you 
want. 


# When you have finished, enter option 0 from the SEARCH/LIST 
CHEQUES menu, to return to the main menu. 


* We will now perform one of the main tasks of VISION-CASHBOOK, a 


bank reconciliation. We have previously entered in only a few 
cheques and deposits, but that is enough for our purposes, 
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*# From the Main Menu, select option 3, RECONCILE CHEQUES. You 
will now see the following display: 


TOTAL CREDIT TOTAL DEBIT CLOSING BAL 
2345.00 100.94 14589.06 


CHQ.NO DATE PAYEE VALUE OK 


# Now, remember that there are three cheques in the systen, 
numbers 345678, 345679, and 345680. There is also one deposit, 
number 1112. 


# Imagine we get a bank statement. The deposit is shown on the 
statement, and so are cheques 345678 and 345679. Cheque 345680 is 
not shown on the statement, because it hasn't been presented 
yet. 


*# The cursor is under the CHQ.NO at the left of the screen. Enter 
<D 1112> <RETURND, the number of the deposit. The program will 
extract the details of the date, payee and value. In this case 
the payee is the source and the value is displayed in inverse, 
indicating a negative amount, because it is a deposit (a deposit 
may be thought of as a "negative cheque"). 


* The cursor is now under the OK. The program is asking you if it 
is "OK" to reconcile this cheque or deposit. It appears on the 
statement, so answer <Y> <RETURN>, meaning "Yes", 


*# The cursor will now go to the next line, under CHQ.NO again. 
Enter <345678> <RETURN>. The details of this cheque will appear, 
and you can answer <Y> <RETURN>D to OK it. 


*# When the cursor appears on the next line, just enter <RETURND. 
As you will notice, this increments the amount by one, to the 
next cheque number. This means that if you are reconciling a lot 
of cheques in numeric order, you do not have to keep entering all 
the numbers, 


* The details for cheque number 345679 will appear, and you can 
answer <Y> <RETURN> for OK, and go on to the next line. Enter 
<RETURN> once more to go on to cheque number 345680. We do not 
want to reconcile this cheque, as it doesn't appear on our bank 
Statement, so answer <N> <RETURN> when you get to the OK column. 


* The reconciliation is now basically complete. Hit the <SPACE 
BAR> now, to indicate that you have completed the 
reconciliation. 


*# You will now see the prompt: 


ENTER BANK CHARGES 
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* This is the only time that you can actually enter bank charges 
into the system. AS you may remember, when you set up your data 
disk you were asked to give a disbursement code for bank charges. 
We used code 360, and any amount you enter in here will be 
disbursed to that code. Let's say that there were a couple of 
small bank charges on the statement, $2.00 for a dishonoured 
cheque and a $4.50 account fee, totalling $6.50. 


* Enter <6.50> <RETURN>D, to disburse this amount against Bank 
Charges. You will now see the prompt: 


STATEMENT MONTH 

# Enter <12>. This indicates that it is December's statement. 

* If you have a printer, you will now be asked: 

DO YOU WISH TO PRINT THE SUMMARY Y/N 

# Answer <N> <RETURN>D, to print the Reconciliation Summary to the 
secreen. If you do not have a printer you will not be asked this 
question, 

You will now see the Reconciliation Summary, which should look 


like this: 


SUMMARY 


TOTAL RECONCILED DEPOSITS 2345.00 
TOTAL RECONCILED CHEQUES 79.94 
TOTAL BANK CHARGES 6.50 
CLOSING BALANCE 14582 .56 
PLUS UNRECONCILED CHEQUES 21.00 
LESS UNRECONCILED DEPOSITS 0.00 
STATEMENT BALANCE 14603.56 
RECONCILED DEPOSITS TO DATE 2345.00 
RECONCILED CHEQUES TO DATE 79.94 


* The STATEMENT BALANCE should always agree with the actual 
amount at the bottom of your statement, if you have not made any 
mistakes. 
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* Have a good look at this report. It is self-explanatory, 
Showing all the different figures relevant to your account, and 
Showing where and why you disagree with the bank. When you have 
finished looking at the report, press <RETURN>. 


* You are now at the LIST CHEQUES menu. Enter <0> <RETURND to 
return to the Main Menu, 


# Enter <4> <RETURN>. This will put you back in the LIST CHEQUES 
menu. It looks like this: 


O. RETURN TO MENU 

1. LIST RECONCILED CHEQUES 

2. LIST RECONCILED DEPOSITS 
3. LIST UNRECONCILED CHEQUES 
4, LIST UNRECONCILED DEPOSITS 


5. LIST DISBURSEMENT CODES 


# Options 1,2,3, and 4 are all very similar. List each of them in 
turn, and have a look at them. 


# They are self-explanatory: now that you have done a 
reconciliation you have four different classes of cheque/deposit. 
You have no control over any range of number or date, the program 
will just print out all the cheques or deposits in that group, in 
the order they were entered. 


* Option 5, LIST DISBURSEMENT CODES, is substantially different, 
and is one of the most powerful features of VISION-CASHBOOK, as 
it has some of the most useful reporting functions, When you have 
finished looking at Options 1,2,3, and 4, enter <5> <RETURND to 
select option 5. 

* You will now see the prompt 

ENTER FIRST DISBURSEMENT CODE 

* Enter <0> <RETURN>. You will now see the prompt: 

ENTER LAST DISBURSEMENT CODE 


* Enter <999> <RETURN>. With these two numbers, you will see all 
disbursement codes. You will now see the prompt: 


ENTER MONTH NUMBER (0 TO LIST ALL) 
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* Enter <0O> <RETURND, which indicates that you want to see the 
whole year's figures. You will now see the prompt: 


DO YOU WISH TO SEE INDIVIDUAL MONTHS 


# Enter <N> <RETURN>D, for "No", This indicates that you want to 
see the figures for the whole year. 


# Print the report to the screen. What you are looking at is the 
total of every income and expenditure item for the whole year, 
We have not used much data with our sample in the tutorials, but 
if we did this with real data at the end of the financial year, 
we would virtually have our profit and loss sheet. 


# When you have finished looking at the report, <RETURN> to the 
menu and select option <5> again. Enter <¢300> for the first 
disbursement number and <600> for the second. All our expenditure 
codes fall between these two limits. 


# Enter <12> for the MONTH NUMBER, indicating that you wish to 
see December's figures. You will not be asked DO YOU WISH TO SEE 
INDIVIDUAL MONTHS, as you have already specified just a single 
month. 


# You will now see a Similar report, but for a smaller range of 
codes and only for December, 


# As you can see, you can give yourself a report for any range of 
codes for a month or a year. Experiment now with a few different 
ones. Remember that the only month that has any data in it is 
December, month 12. Codes you have used are 220, 380, 470, 500, 
and 540. With this reporting capability you can do things like 
report on Motor Vehicle expenses: you could have four cars, whose 
running expenses you code as 471, 472, 473, and 474. You could do 
a report for the whole year on all codes from 471 to 474, which 
would give you total vehicle expenses for the year. You could do 
a report on vehicle number 3 (code 473) for each individual month 
of the year. When you report and what you report are up to you, 


# When you have finished looking at the reports you want, enter 
<O0> and <RETURN> to the main menu, and prepare a spare disk, We 
are going to make a backup. 


* From the menu enter <5> <RETURN>, to select BACK UP A DATA 
DISK. You will see the prompt: 


ARE YOU SURE 
# Answer <Y> <RETURN>D, for "Yes", You will now see the prompt: 


DO YOU WISH TO DELETE RECONCILED ITEMS 
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* Answer <N> <RETURND, for "No", This question gives you the 
opportunity to delete the cheques and deposits which you 
reconciled when you did the reconciliation earlier. If you answer 
<N>, the items will stay in the system and will print out on 
SEARCH/LIST CHEQUES, LIST RECONCILED CHEQUES, and LIST RECONCILED 
DEPOSITS reports. If you answer <Y>, these items will dissappear 
from the system, but the amounts will still appear in the 
relevant disbursement code. You only really need to delete the 
reconciled items if you have a large number of transactions in 
the system: the fewer there are, the quicker the program runs. 
You should delete your reconciled items if your cheque file gets 
much larger then 25% full (150 cheques). 


*# You will now see the prompt: 
DO YOU WISH TO SORT THE FILE INTO CHEQUE NUMBER SEQUENCE 


* Answer <N> <RETURND, for "No", Always answer <N> to this 
question, unless you know what you are doing and have a very good 
reason for answering otherwise. 


# You will now see the amount of space you have left in your 
files. If you had deleted your reconciled items, the disbursment 
file would be the same, but the cheque file would be 75% 
smaller. . 


# You will now see the BACKUP options. Turn to Chapter 7.5, where 
the backup procedure for your type of system (1 or 2 disk drives) 
is explained. When you do that you would have finished the second 
tutorial. You should now be ready to start using VISION-CASHBOOK 
on your own data. Do some practice runs on real figures, to get 
the feel of the system a bit better, 
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CHAPTER FIVE 
OPERATING VISION-CASHBOOK 


5.1 Introduction 


VISION-CASHBOOK can be used by someone with no previous knowledge 
of computer operation. 


Once the VISION-CASHBOOK program has been started, the screen 
prompts you to perform each required action. Instructions are 
given whenever you are requested to enter information via the 
keyboard, and thorough data checking and validating procedures 
are carried out by the computer at every step. 


This releases you from any fears of causing the system to 
malfunction due to incorrect typing or pressing a wrong key. At 
worst, the system will respond with an audible tone and a message 
on the screen to remind you to retype any suspect information. 
Whenever incorrect data is entered the program will not allow 
further transactions to be processed until the error is 
corrected. 


All VISION-CASHBOOK functions are selected from one master index 


of programs -- the "MAIN MENU". You choose a function to be 
performed from this menu and upon the task's completion the menu 
reappears automatically, showing that VISION-CASHBOOK is ready to 
perform the next function. 
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5.2 Operating Conventions 


While you are using VISION-CASHBOOK you interact with the program 
through the keyboard. In response to prompts displayed on the 
screen, you enter either commands or data. The following data 
entry conventions are used to complement the screen prompts: 


* The <RETURN> key is pressed at the end of every piece of data, 
or "field", which is entered, For example, to enter the name 
"SMITH", hit the following keys: 


<S> <M> <I> <T> <H> <RETURND. 


# To select a function from a menu type the number of the 
function and then press <RETURN>. For example, to select the LIST 
CHEQUES function from the Main Menu (see Chapter 7.4), hit the 
following Keys: 


<4> <RETURN>D. 


* When a "YES/NO" answer is to be entered, <Y> or <N> should be 
typed, followed by <RETURN>. 


*# When a date is to be entered, it should be keyed in the format 
"DDMMYY","YYMMDD" or "MMDDYY" depending on which option was 
selected when you set the system up (see Chapter 6.1). For 
example, to enter 12 October 1983, type <121083> 


The system will check that the date is valid and then respond on 
the screen with "12/10/83", 


* Cheque numbers must be all numeric, up to 6 digits. For 
example: 


124567, 321, 000982 are valid cheque numbers. 
R12356, 3452234, 455-56 are invalid cheque numbers. 


* Deposit numbers must consist of the letter "D", followed by up 
to 5 digits. For example: 


D1i2345, D45, DOOO002] are valid deposit numbers. , 
D543766, M78654, 345678 are invalid deposit numbers. 


* For monetary a)ounts, not all digits need be keyed. For 
example: 


to enter $1,125.99 type 1125.99 
for $1,125.90 type 1125.9 
for $1,125.00 type 1125 etc. 


Note that you do not need to enter "$" signs or commas. 


* The largest value VISION-CASHBOOK can accept as a cheque or 
deposit is $9,999,999.99 . 
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5.3 The ‘‘Help’’ Function 


Whenever you are requested to enter data into a field, hitting 
the <ESC> key will display the correct format of that field on 
the screen. Think of it as a "help" key, which will help you to 
enter the right thing at the right place. 


The following list shows the type of data which VISION-CASHBOOK 
considers valid for each input field. 


If you type something in the wrong format, e.g. if you try to 
enter a payee's name in the cheque number field, a "beep" will 
sound and a message will appear on the screen indicating what you 
have done wrong. If you are in doubt, just press the <ESC> key, 
and you will be shown what sort of information is expected. Note 
that some fields are numeric (numbers only), and some are 
alphanumeric (letters or numbers). 


FIELD TYPE LENGTH 

CHEQUE NUMBER numeric up to 6 digits 
DEPOSIT NUMBER alphanumeric up to 6 characters 
DATE numeric 6 digits 

PAYEE NAME alphanumeric up to 15 characters 
SOURCE NAME alphanumeric up to 15 characters 
MEMO alphanumeric up to 15 characters 
VALUE numeric up to 11 digits 
DISBURSEMENT CODE numeric up to 3 digits 
DISB. DESCRIPTION alphanumeric up to 20 characters 
DISB. VALUE numeric up to 9 digits 
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5.4 Special Keys 


To enhance the operating power of VISION-CASHBOOK some keys are 
used for special functions which make data entry and retrieval 
much easier: 


* As described above, you can use the <ESC> key as a "HELP" 
function , displaying the correct format of the next field to be 
entered. 


# During data entry and modification the <LEFT ARROW> and <RIGHT 
ARROW> keys are used to move the cursor backward and forward 
respectively through the fields displayed on the screen, without 
altering any data. 


* The <LEFT ARROW> and <RIGHT ARROW> keys may be used to edit a 
data field once the first character of that field has been 
entered. 


# When entering a cheque/deposit number, the <RETURN>, <LEFT 
ARROW> and <RIGHT ARROW> keys are used to increment, retain, or 
decrement the previous number without re-typing it. 


# The <SPACE> bar is used to terminate an activity or return to 
the Main Menu, 


Chapter 7 contains a detailed description of the special key 
functions for each data field. 
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CHAPTER SIX 
BEGINNING A SESSION 


6.1 Introduction 

Before you can use VISION-CASHBOOK you must have the program 

disk, two copies of which came with this manual, and a Cashbook 

Data Disk. A Cashbook Data Disk can be either of the following: 
1) A diskette previously used for VISION-CASHBOOK 

transactions, i.e. for ongoing work on a particular cheque 

account 


or 


2) A new diskette, i.e. for beginning work on a cheque 
account not previously entered into the VISION-CASHBOOK systen. 


If a new disk is being used, it must have been previously 
initialised under Apple DOS. The Apple II DOS manual explains how 
to do this, see p.13. 

Start VISION-CASHBOOK by booting the program disk. "Booting" is a 
computer term which simply means that you get the program of the 
disk and make the computer run it. You can boot the disk by 
placing it in the disk drive and either: 

1) Turning the Apple on at the switch at the back 


or 


2) Entering "PR#6" from Applesoft, i.e. whenever the cursor 
immediately follows the "J" prompt on the screen. 


If you have a hard disk drive, refer to Appendix A, "Using a Hard 
Disk Drive" 


After VISION-CASHBOOK has been booted the light on the disk drive 
will come on while the program is loaded. After about thirty 
seconds the following prompt will appear on the screen: 

INSERT DATA DISK INTO DRIVE 1 

PRESS RETURN WHEN READY 


The VISION-CASHBOOK program is now ready to begin working, and is 
waiting for a DATA disk to be inserted into the disk drive. 


For beginning work on a new cheque account, follow Chapter 6.2, 
"Setting up a Data Disk". 


For ongoing work, turn to Chapter 6.3, "Ongoing Work", 
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6.2 Setting up a Data Disk 


# Remove the VISION-CASHBOOK program disk from the drive and 
replace it in its protective jacket. 


# Place an INITIALISED diskette into the drive from which the 
VISION-CASHBOOK program disk has just been removed, 


# Hit the <RETURND key. After a few seconds the following prompt 
will appear: 


NO CHEQUES EXIST ON THIS DISK 


DO YOU WISH TO CREATE THE FILE Y/N 


-~ A response of <N> will result in a request for a new data 
disk. 


- A response of <Y> will allow this disk to be set up as a 
CASHBOOK DATA DISK. 


* A prompt will appear, requesting the OPENING BALANCE. 


In order to ensure a smooth transition from manual methods to the 
VISION-CASHBOOK system. it is very important that you enter the 
correct opening balance, 


Opening Balance = The Cashbook amount as at the most 
recent Bank Reconciliation 


+ Outstanding Deposits 


- Outstanding Cheques, 


# A prompt will appear asking you for a DISBURSEMENT CODE FOR 
BANK CHARGES. 


If you wish bank charges to be assigned a special code, type ina 
numeric code (up to 3 digits) which will be used to represent 
bank charges. Bank charges can then only be entered when 
reconciling the Cashbook to a bank statement, see Chapter 7.3, 
"Reconcile Cheques", 


Otherwise, type in NIL. If you do this you can enter bank charges 
into the system at any time, by entering them as dummy cheques. 
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# A prompt will appear requesting a set of SYSTEM OPTIONS which 
will be peculiar to this particular Cashbook Data Disk. These 
options are: 


DATE - Enter the date in DDMMYY format, e.g. for February 27th 
1984 enter <270284> 


PASSWORD - The password controls entry to this particular 
Cashbook Data Disk whenever it is used. The password must be 5 
alphanumeric characters (without spaces or punctuation). Enter 
the password you want to use for this disk, and DON'T FORGET IT, 
or you won't be able to access this disk again. 


CHEQUE BOOK NAME - This name appears at the top of all reports 
produced by VISION=~CASHBOOK. The cheque book name may be up to 20 
alphanumeric characters, 


PRINTER - If no printer is connected, enter <N>. 
- If a parallel printer is connected, enter <P>. 
-~ If a serial printer is connected, enter <S>. 


PRINTER SLOT =- This is the slot in the Apple II which the printer 
is connected to. Normally this is Slot 1. If you are unsure of 
the correct responses for PRINTER and PRINTER SLOT, ask your 
dealer. 


USER Ladi - This designates the Current operator of the 
VISION-CASHBOOK system. and is normally set to the operator's 
name or initials. USER I.D. may consist of up to 10 alphanumeric 
Characters or be left blank by simply hitting <RETURN>. The USER 
I.D. appears at the end of all printed reports produced by 
VISION-CASHBOOK. 


DATE FORMAT - This allows date entry formats to be changed from 
"DDMMYY" (Australian and British) to either "MMDDYY" (American) 
or "YYMMDD" (Scientific). 


DOES YOUR PRINTER USE FORM FEED - If printer type <P> or <S> is 
selected this option will appear. A response of <N> is most 
common . Again, if you'tre not sure, consult your dealer, 


While entering these options you can make the cursor skip forward 
or backward through the data fields by use of the <RIGHT ARROW> 
and <LEFT ARROW> keys. Incorrect entries may be corrected by 
overtyping the correct response once the cursor has been moved to 
the appropriate position. 


When all the options have been entered, the following prompt will 
appear: 


DATA CORRECT Y/N 


- A response of <Y> will set up the CASHBOOK DATA DISK and 
display the Main Menu, see Chapter 7. 


- A response of <N> will restart the entry of SYSTEM OPTIONS 


34 


6.3 Ongoing Work 


# Remove the VISION-CASHBOOK program disk from the drive and 
replace it in its protective jacket. 


# Place the required Cashbook Data Disk into the same drive. 


* Hit the <RETURND key. After a few seconds the cheque book name 
will appear on the screen, with the prompt: 


CORRECT DISK Y/N 


- A response of <N> will result in a request for a new data 
disk. 


-~ A response of <Y> will allow processing to continue, 


* A prompt will appear requesting the password, and this must be 
typed in exactly as specified when SYSTEM OPTIONS were entered. 
If you key in the wrong password, you will be denied access to 
the disk. 


# A prompt will appear. requesting the date. Enter the current 
date in the format you have previously selected. This date will 
appear on all printed reports generated by VISION~CASHBOOK. 


# VISION-CASHBOOK now checks to see whether the Cashbook Data 
Disk being used was backed up at the end of its previous 
processing session, 

If it wasn't, the following message is flashed on the screen; 


*® SYSTEM BACKUP HAS NOT BEEN DONE #® 


This is a reminder that you should make a backup copy before you 
enter any new transactions, 


# A prompt will appear requesting the User I.D. As this 
identifier appears on all printed reports generated by 
VISION-CASHBOOK, it is a good idea to enter your initials or 
name. 

*# The screen will clear and the following message will appear: 


CHEQUE DETAILS ARE BEING LOADED 


While this message is on the screen, information is being read 
into the Apple from the Cashbook Data Disk. 
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*# When the data has been read from the Cashbook Data Disk the 
following prompt will appear: 


DO YOU WISH TO ZERO DISBURSEMENT TOTALS 

You will usually enter <N> here. Unless there are special 
circumstances, the only time that disbursement totals are cleared 
is at the beginning of an accounting period, e.g. a new financial 
year, 

- A response of <N> will allow processing to continue 

- A response of <Y> will produce a further prompt of: 

ARE YOU SURE 

to verify that disbursement totals are to be cleared, Again, you 
may answer <Y> or <N>. Entering <Y> will cause the following 
prompt to appear: 
ENTER MONTH NUMBER OR O TO CLEAR ALL 
This gives you the opportunity to clear a single month's 
disbursement totals, e.g. July's by entering <7>, or the whole 
year's by entering <0O>. 

* The following prompt will appear: 
DO YOU WISH TO CHANGE OPTIONS 


This refers to the set of System Options described above. 


- A response of <N> will allow processing to continue with the 
current options still in effect. 


- A response of <Y> permits the operator to change any or all of 
the system options. The options currently in effect are displayed 


on the screen, and the operator may either: 


- retain each of the present options by passing over the 
relevant field with the <RIGHT ARROW>D key, 


or 
- enter new system options. 

Any options changed during this step are stored on the Cashbook 

Data Disk, and remain in effect until modified at some future 

time. 

# At this stage, the procedure of beginning the VISION-CASHBOOK 


session has been completed, and the Main Menu is displayed on the 
screen (see Chapter 7). 
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CHAPTER SEVEN 
SYSTEM FUNCTIONS 


After you begin a VISION-CASHBOOK session, the appearance of the 
Main Menu signifies that the system is ready to process cheque 
and deposit transactions and to produce lists and reports, 


The Main Menu appears on the screen underneath the chequebook 
name and the current date: 


DO YOU WISH TO :- 
O. EXIT FROM CASHBOOK 
1. ADD/MODIFY CHEQUES 
2. SEARCH/LIST CHEQUES 
3. RECONCILE CHEQUES 
4, LIST CHEQUES 
5. BACKUP A DATA DISK 
ENTER YOUR SELECTION 
You can select one of these functions by entering the appropriate 
number, 


Each section of Chapter 7 will describe one function from the 
VISION-CASHBOOK Main Menu. 


7.0 Exit From Cashbook 


This function is selected at the end of a session with the 
CASHBOOK systen,. 


* The following prompt appears on the screen: 
DO YOU WISH TO DELETE RECONCILED ITEMS 
- A response of <N> will allow processing to continue, 
- A response of <Y> will elicit a further prompt of: 
ARE YOU SURE 


to verify that reconciled cheques and deposits are to be deleted 
from the system. 
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Do NOT delete reconciled items until: 


- The bank statement balance and CASHBOOK statement 
balance agree 


- A printed list of all reconciled items is made, 
see Chapter 7.4, "List Cheques", 


While the reconciled items are being deleted, the following 
message is flashed on the screen: 


FILE REORGANISATION IN PROGRESS 


# The following prompt appears on the screen: 
DO YOU WISH TO SORT THE FILE INTO CHEQUE NUMBER SEQUENCE 


- A response of <N> will leave the cheques in the order in which 
they were entered 


- A response of <Y> will elicit a further prompt of: 
ARE YOU SURE 


to verify that all cheques are indeed to be sorted into number 
sequence. 


Do NOT sort your file into cheque number sequence unless you have 
a good reason for doing so. For most purposes it is best to leave 
the file in chronological oder. i.e. the order in which the date 
was entered. Sorting may take up to half an hour, depending on 
the number of cheques on file. While cheques are being sorted, 
the following message is flashed on the screen: 


INDEX REORGANISATION IN PROGRESS 


* The VISION-CASHBOOK session is now completed. 


A message will appear on the screen, showing the percentage of 
available storage space currently used by cheques/deposits and by 
the disbursement accounts. There is room on the Cashbook Data 
Disk for about 600 cheques, so if the file is 15% full you have 
entered about 90 cheques and deposits. There is room for 60 
disbursement codes, so if the file is 75% full. you have used 
about 45 different disbursement codes. Adding more cheques will 
not add to this figure as long asS no new codes are used. 


* Remove the Cashbook Data Disk from the disk drive and replace 
it in its jacket. You may now turn off the APPLE, or go on to 
other work. 
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7.1 Add/Modify Cheques 


This function provides the means for entering cheques’ and 
deposits into the VISION-CASHBOOK' systen. and subsequently 
modifying them if necessary, 


Upon selection of Option 1 from the Main Menu, the chequebook 
name and date appear on the screen, together with: 


- total credits to date 
- total debits to date 
- last closing balance 


The screen then displays a series of prompts, requesting you to 
enter information into the data fields described below. 


The formats for keying information into these data fields are 
listed in Chapter 5.3. 


*# CHEQUE NUMBER 


The number of the last cheque or deposit entered appears in this 
field. 


If you enter a cheque or deposit number which has previously been 
entered then that cheque/deposit's details may be retrieved and 
modified. To retrieve details of a previous cheque/deposit, type 
its number in the CHEQUE NUMBER field. 


If you enter a previously unused cheque or deposit number then 
details for the new cheque/deposit may be entered to the 
VISION-CASHBOOK file. To enter a new cheque or deposit, type the 
new number into the CHEQUE NUMBER field. 


In the CHEQUE NUMBER field, certain special function keys may be 
used: 


<SPACE> -- leaves the ADD/DELETE CHEQUES function, and returns 
to the Main Menu 


<RIGHT ARROW>D -- duplicates the cheque or deposit number 
currently displayed 


<LEFT ARROW> -- decrements (decreases by 1) the cheque or 
deposit number currently displayed 


<RETURN>D -- increments (increases by 1) the cheque or deposit 
number currently displayed 
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If one of the above special function keys is not used, simply 
type the number of the next cheque or deposit, and it will be 
entered into the CHEQUE NUMBER field. 


If a number beginning with "D" is entered into this field 
(denoting a deposit), the prompt will automatically change from 
CHEQUE NUMBER to DEPOSIT NUMBER. and subsequently the prompt for 
PAYEE will automatically change to SOURCE. 


FOR ALL OTHER FIELDS, the following special key functions apply: 
<SPACE> -= completes the input or modification task, and moves 


the cursor to the DATA CORRECT Y/N prompt at the bottom of the 
screen 


<LEFT ARROW>D -- moves the cursor backward one field 
<RIGHT ARROW> -- moves the cursor forward one field. 
# DATE 


You can retain the date displayed by passing over it with the 
<RIGHT ARROW>Dor <RETURN>D, or you can enter a new date. 


If you only want to change part of the displayed date. e.g. the 
day, then only retype that part of the date. For example, if the 
displayed date is 15/10/83 and you want to set the date to 
17/10/83, enter <17> followed by <RETURN>. The screen will then 
display 17/10/83 as the new date. 

* PAYEE and MEMO 

Enter the name of the payee and the memorandum note. 

Note that when entering or modifying deposits, these fields will 
appear as SOURCE and MEMO, 

# VALUE 


Enter the total value of the cheque or deposit. 
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* DISBURSEMENT CODE 


Each cheque/deposit must be assigned to disbursement accounts, 
from one to five disbursement fractions may be recorded for each 
cheque/deposit. 


When a disbursement code is entered, its description will 
automatically appear on the screen, If that code has not 
previously been defined, its description will appear as 
"UNKNOWN", allowing you to enter the correct description by 
overtyping. 


To delete a disbursement code, enter *DELETE*® as the disbursement 
description. To avoid loss of data, ensure that the value of that 


particular disbursement account is zero before deleting it. 


Note that if a certain disbursement code had been allocated for 
bank charges, (see Chapter 6.2), then VISION-CASHBOOK will not 


allow cheque/deposit fractions to be assigned to that code, 


For hints on the use of disbursement codes and sample 
descriptions suited for most general business applications, see 
Appendix B, "Disbursement Codes", 


*# DISBURSEMENT VALUE 


Enter the value of each disbursement fraction alongside the 
relevant disbursement code and description. 


# When all disbursements have been entered, press the <SPACE> 
bar. 


If the disbursement fractions do NOT add correctly to the total 
value of the cheque or deposit, then a message will appear on the 
screen, and processing will not proceed until an appropriate 
correction is made, 


Corrections may be made by moving the cursor to any incorrect 
field(s) by use of the <LEFT ARROW> and <RIGHT ARROW> keys, and 
overtyping the incorrect data. After the corrections are made, 
the <SPACE> bar returns the cursor to the bottom of the screen. 
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If the disbursement details are correct, the following prompt 
will appear: 


DATA CORRECT Y/N 
- a response of <N> allows further corrections to take place 


- a response of <Y> permits VISION-CASHBOOK to store the details 
of that cheque or deposit, and present the input screen for the 
next transaction. 


If you have made a mistake and you want to exit from the 
ADD/MODIFY CHEQUES function without storing the present cheque or 
deposit, use the <LEFT ARROW> key to move the cursor to the 
CHEQUE NUMBER field, and the hit the <SPACE> bar to return to the 
Main Menu. 
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7.2 Search/List Cheques 


This function provides the facility for reviewing and summarizing 
all items currently stored in the VISION-CASHBOOK system. 


Upon selection of Option 2 from the main menu, you are offered 
the following search choices; 


- by cheque number 

- by date 

- by payee 

- by disbursement code 
The results of all searches may either be displayed on the screen 
or listed on the printer. 


If a printer is not connected, you SHOULD NOT request a listing 
to be printed, as this may cause subsequent loss of data! 


For easy identification, the following conventions are used: 
When details are displayed on the screen 
- All deposit amounts are displayed in inverse 
-~ All unreconciled cheque and deposit numbers are displayed in 
inverse. 
When details are listed on the printer 


- All unreconciled cheque and deposit numbers are followed by an 
asterisk. 
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* SEARCH BY CHEQUE NUMBER 


This mode allows you to enter a beginning and ending number. All 
cheques and deposits between those two numbers (inclusive) are 
retrieved. 


To retrieve details of a particular cheque, enter that cheque 
number as both the beginning and ending number of the range. 


To search for deposits, it is not necessary to enter the "jp" 
before the deposit number, 


A sample list of cheque details selected by cheque number 
follows: 


VISION-80 PTY LTD 27/02/84 
SEARCHING FOR CHEQUE 12349 TO 123458 
TO TERMINATE PRESS <ESC> 


CHEQUE DETAILS DISBURSMENTS 
DEP.NO : D12349* 220 3421.32 
DATE > 12/12/83 
SOURCE : SALES 
MEMO > 10/7 12783 
VALUE : 3421.32 
DEP.NO : D12350*# 220 2392.84 
DATE r- TO 127.03 
SOURCE : SALES 
MEMO > 15/12/83 
VALUE: 2392.84 
CHQ.NO : 123456 410 345.632 
DATE AO UEe 27/63 
PAYEE : COUNTY COUNCIL 
MEMO >: NOV A/C 
VALUE : 345432 
CHQ.NO : 123457* 430 231.40 
DATE ame O85 alee Stove, 450 110.00 
PAYEE : VISA CARD 820 100.00 
MEMO >: NOV A/C 610 23.00 
VALUE: 521.98 470 STs bo 
CHQ.NO : 123458 550 129.30 
DATE > 03/12/83 
PAYEE : SNAP PRINTERS 
MEMO > INVOICES 
VALUE : 129.30 


ee” END OF REPORT -# USER HTH. 3 ** 
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* SEARCH BY DATE 

This mode allows the operator to enter a beginning and ending 
date, and all cheques and deposits between those two dates 
(inclusive) are retrieved. 


A sample list of cheque details selected by date follows: 


VISION-80 PTY LTD 27/02/84 
SEARCHING FOR DATE 01/12/83 TO 30/12/83 


TO TERMINATE PRESS <ESC> 


CHQ.NO DATE PAYEE VALUE 

D12345 01/12/83 SALES 3451.44 
D12346 04/12/83 SALES 3242.50 
D12347 06/12/83 SALES 6102.00 
D12348#08/12/83 SALES 8121.81 
D12349#12/12/83 SALES 3421.32 
D12350#16/12/83 SALES 2392.84 
123456 01/12/83 SYD C/COUN 345.32 
123457#02/12/83 VISA CARD 521.98 
123458 03/12/83 SNAP PRINT 129.30 
123459#04/12/83 TELECOM 325.43 
123460#05/12/83 SHELL S/ST 325.69 
123461 06/12/83 CASH 321.00 
123462 12/12/83 CASH 3456.32 
## TOTAL #* -21306.87 
DEBIT 5425.04 CREDIT 26731.91 


## END OF REPORT - USER HTH #** 
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* SEARCH BY PAYEE 

This mode allows you to enter a name, and all cheques with that 
mame as payee (and deposits with that name as source) are 
retrieved. If you enter just the first few letters of a name, all 
names starting with those letters are retrieved. For example, 
<SAL> will retrieve "SALaries" and "SALes", 


If you enter <RETURN> for payee name, i.e. no name, cheque and 
deposit details for all payees and sources are retrieved. 


Here is a sample list of cheque details selected by payee: 


VISION-80 PTY LTD 27/02/84 
SEARCHING FOR PAYEE OF :SALES 


TO TERMINATE PRESS <ESC> 


CHQ.NO DATE PAYEE VALUE 
D12345 01/12/83 SALES 3451.44 
D12346 04/12/83 SALES 3242.50 
D12347 06/12/83 SALES 6102.00 
D12348*08/12/83 SALES 8121.81 
D12349#12/12/83 SALES 3421.32 
D12350*16/12/83 SALES 2392.84 
#® TOTAL ** -26731.91 
DEBIT 0.00 CREDIT 26731.91 


*® END OF REPORT - USER HTH *##* 
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* SEARCH BY DISBURSEMENT CODE 

This mode allows YOU to enter a disbursement code and retrieve 
details of all cheque and deposit fractions posted to that 
disbursement account. 

While this mode is in effect disbursement values which do NOT 
make up the full value of the cheque/deposit displayed are 
indicated by an asterisk. 


Here is a sample list of disbursement values selected by code: 


VISION-80 PTY LTD 27/02/84 
SEARCHING FOR CODE 220 


TO TERMINATE PRESS <ESC> 


CHQ.NO DATE PAYEE VALUE 
D12345 01/12/83 SALES 3451.44 
D12346 04/12/83 SALES 3242.50 
D12347 06/12/83 SALES 6102.00 
D12348#08/12/83 SALES 6201.60# 
D12349#12/12/83 SALES 3421.32 
D12350#16/12/83 SALES 2392.84 
**®# TOTAL ## -24811.70 

DEBIT 0.00 CREDIT 24811.70 


*# END OF REPORT - USER HTH ### 
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7.3 Reconcile Cheques 


This function provides the facility for reconciling cheques and 
deposits against a bank statement. 


Upon selection of Option 3 from the Main Menu, the chequebook 
name and the date appear on the screen, together with: 


- total credits to date 

- total debits to date 

- last closing balance 
# A prompt appears requesting the number of the next 
cheque/deposit to be reconciled. This number may be keyed in, or 
the following special function keys may be used: 


<SPACED -- terminates the reconciliation function 


<RIGHT ARROW>D -- duplicates the cheque or deposit number 
currently displayed 


<LEFT ARROW> -- decrements (decreases by 1) the cheque or 
deposit number currently displayed 


<RETURN>D -- increments (increases by 1) the cheque or deposit 
number currently displayed. 


The cheque/deposit is then retrieved from the CASHBOOK file, and 
the following details are displayed: 


- date 
- payee (or source) 
- total value 


Deposit amountS appear on the screen in inverse print for easy 
identification, 


If a number is given for a cheque or deposit which does not 
exist, or for one which has been previously reconciled, an 


appropriate error message appears, 


# When the cheque/deposit details have been retrieved, the 
screen displays a prompt: 


OK 


- A response of <Y> will cause that cheque or deposit to be 
reconciled 


- A response of <N> will leave that cheque or deposit 
unreconciled,. 
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You can then reconcile next cheque/deposit, or the terminate the 
function by pressing the <SPACE>D bar. 


# If, when entering the System Options, the disbursement code 
for bank charges was specified as "NIL" (see Chapter 6.2), then 
processing will continue at the next step. 


If you specified a disbursement code for bank charges, a prompt 
is displayed to enter the value of the bank charges listed on the 
statement. You are then asked to asSign them to a particular 
calendar month. 


# The SUMMARY OF RECONCILIATION report is then produced. You 
have the option of displaying it on the screen or printing it 
out. It is best to print it out if possible, as this is the one 
report that cannot be duplicated at a later date. 


A sample SUMMARY OF RECONCILIATION report follows: 


VISION~80 PTY LTD 27/02/84 


SUMMARY 


TOTAL RECONCILED DEPOSITS 12795.94 
TOTAL RECONCILED CHEQUES 3456.32 
TOTAL BANK CHARGES 34.87 
CLOSING BALANCE 21272.00 
PLUS UNRECONCILED CHEQUES 1173.10 
LESS UNRECONCILED DEPOSITS 13935.97 
STATEMENT BALANCE 8509.13 
RECONCILED DEPOSITS TO DATE 12795.94 
RECONCILED CHEQUES TO DATE 4251.94 


*# END OF REPORT - USER HTH ### 


# Upon completion of the reconciliation function, the system 
immediately enters the LIST CHEQUES function (see Chapter 7.4), 
without returning to the Main Menu, 
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7.4 List Cheques 
This function provides the facility for generating a set of 
reports which may either be displayed on the screen or listed on 


the printer. 


By selecting from a sub-menu, you can list of one of the 
following: 


- RECONCILED CHEQUES 

- RECONCILED DEPOSITS 

- UNRECONCILED CHEQUES 
- UNRECONCILED DEPOSITS 


These lists are ina similar format. The following sample List of 
Reconciled Cheques illustrates their layout: 


VISION-80 PTY LTD 27/02/84 


RECONCILED CHEQUES 


CHQ.NO DATE PAYEE MEMO VALUE 

123456 01/12/83 SYD C/COUNCIL NOV A/C 345.32 

123458 03/12/83 SNAP PRINTERS INVOICES 129.30 

123461 06/12/83 CASH PETTY CASH 321.00 

123462 12/12/83 CASH WAGES 13/12/83 3456.32 
##TOTAL#* 4251.94 


## END OF REPORT - USER HTH #*#* 
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LIST DISBURSMENT CODES 

This function provides the facility for listing disbursement 
account totals. You are prompted to enter beginning and ending 
disbursement code numbers, and the totals for all accounts in 
that range (inclusive) are retrieved. 


To retrieve details of one particular account, enter that code 
number as both the beginning and end of the range. 


You are given the opportunity to list the account totals for: 
~ a Single month 
- for all twelve months together 
- for each of the twelve months separately 
Options are also presented allowing the codes to be printed and 
numerically sorted. 
Following are samples of: 
- a Single month's disbursement code list 
-~ a twelve months list 


- a detailed month by month list 
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VISION 


CODE 


310 
320 
330 
350 
360 
370 
380 
390 
400 
410 
420 
430 
4HO 
450 
460 
470 
480 
490 
500 
510 
530 
540 
550 
560 
570 
580 
590 
600 
610 
620 
630 
6 40 
710 
720 
730 
T 40 
810 
820 
999 


## TOT 
DEBIT 


## END 


-80 PTY LTD 27/02/84 


DISBURSMENT CODE LIST 
FOR THE MONTH OF DEC. 


DESCRIPTION 


- *®EXPENSES* 
ACCOUNTANCY FEES 
ADVERTISING 

BANK O/DRAFT FEES 
BANK CHARGES 

CASUAL WAGES 
CLEANING 
CARTAGE-COURIERS-ETC 
DIRECTORS FEES 
ELECTRICITY & POWER 
EMPLOYEES AMENITIES 
ENTERTAINMENT 

HIRING 

INSURANCE 

LEGAL EXPENSES 
M/VECH. PETROL & OIL 
M/VECH. INSURANCE 
M/VECH. REGISTRATION 
M/VECH. REPAIR/MAINT 
MANAGEMENT FEES 
PAYROLL TAX 

POSTAGE 
PRINTING/STATIONARY 
PURCHASES 

RENT 

R.& M. PLANT & EQUIP 
SALARIES & WAGES 
SALES PROMOTION 
SUBSCRIPTIONS 

SU PERANU ATION 
TELEPHONE 

TELEX 

- *®ASSETS* 

PURCH. MOTOR/VECH 
PURCH. PLANT/EQUIP 
LOAN ACCOUNT 

- *LIABILITIES*® 


DRAWINGS 
SUSPENSE 
AL ## 
5459.91 CREDIT 
OF REPORT - USER HTH 
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VALUE 


0.00 
0.00 
0.00 
0.00 
34.87 
600.00 
125.00 
0.00 
0.00 
345.32 
83.20 
231.40 
0.00 
110.00 
0.00 
238.97 
0.00 
0.00 
144.30 
0.00 
0.00 
45.00 
129.30 
0.00 
0.00 
67.80 
2856.32 
0.00 
23.00 
0.00 
325.43 
0.00 
0.00 
0.00 
0.00 
0.00 
0.00 
100.00 
0.00 


5459.91 
0.00 


VISION-80 PTY LTD 27/02/84 
DISBURSMENT CODE LIST 
FOR 12 MONTHS 


CODE DESCRIPTION VALUE 
210 . *INCOME* 0.00 
220 INCOME - SALES -317001.04 
230 INCOME - WAGES 0.00 
240 INCOME - SUNDRY -1920.21 
250 SALES TAX 0.00 
** TOTAL ## -318921.25 
DEBIT 0.00 CREDIT -+318921.25 


## END OF REPORT - USER HTH ### 


VISION-80 PTY LTD 27/02/84 
DISBURSMENT CODE LIST 


CODE 220 DESC. INCOME - SALES 

JULY -~23719.08 JAN. -23455.65 
AUGUST -19234.60 FEB. -34185.81 
SEPT. ~31490.21 MARCH -21893.00 
OCT. -26810.90 APRIL -~19321.43 
NOV. -30138.91 MAY -14911.29 
DEC. -24811.70 JUNE ~47028.46 


TOTAL VALUE 
-317001.04 


#*# END OF REPORT - USER HTH ### 
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7.5 Backup a Data Disk 

This function is used to copy a VISION-CASHBOOK data disk onto a 
blank disk, for security or archival purposes, This BACKUP 
function also incorporates all of the features provided by the 
EXIT FROM CASHBOOK function (see Chapter 7.0). 


It is very important to keep backup copies of all your data disks 
in case your original gets lost or damaged. 


* When BACKUP A SYSTEM DISK is selected from the main menu, you 
are given the opportunity to: 


- Delete reconciled items 
and/or 
- Sort cheques into number sequence 


as described in Section 7.0. 


# A message will appear on the screen, Showing the percentage of 
available storage space currently used, followed by the prompt: 


PRESS RETURN WHEN READY 
# When the <RETURN>D key is pressed, you will see the message: 
BACKUP OPTIONS 


1. BACKUP FOR A SINGLE DRIVE 
2. BACKUP FOR A 2 DRIVE SYSTEM 


SELECT: 


If you have only one disk drive, enter <1>. If you have two (or 
more) disk drives, enter <2>. You will then see the prompt: 


PRESS RETURN WHEN READY 


If you entered <1>, the following prompts will appear alternately 
on the screen: 


INSERT ORIGINAL DISK AND PRESS RETURN 

and 

INSERT BACKUP DISK AND PRESS RETURN. 

As both the data disk and the backup disk are alternately loaded 


into the same disk drive, be sure to follow the prompts EXACTLY 
and load the correct disk when requested! 
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Depending on the amount of data stored on your data disk, the 
number of disk exchanges required to copy an entire disk will 
increase as the disk becomes fuller, 


If you entered <2> for a two disk drive backup, you will see the 
following propmt on the screen: 


INSERT ORIGINAL DISK IN DRIVE 1 
INSERT BACKUP DISK IN DRIVE 2 


PRESS RETURN WHEN READY 


Place the correct disk in the correct drives, and press <RETURN>. 
Your data disk will then be copied. 


* When the copy procedure is finished, remove the disks from the 


drives. You have now finished your VISION-CASHBOOK session, and 
you can turn off the computer or go on with other work, 
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APPENDIX A 
DO’S AND DON’TS 


Some tips when using VISION-CASHBOOK 


If you take note of the following procedures, operation of 
VISION-CASHBOOK will be simple and trouble-free: 


1. DO take special care that the opening balance you enter when 
beginning your cashbook is correct (see Chapter 3 and Chapter 
6.2). 


2. DO follow the recommendations regarding disbursement codes in 
Appendix B. 


3. DO use the first four digits of the date as the deposit number 
(see Chapter 3 and Chapter 7.1). 


4, DO treat disks with care, as if they were you most valuable 
L.P. record. 


5. DON'T ever remove a data disk from a disk drive or switch off 
the computer before correctly exiting from the program (see 
Chapter 7.0). 


6. DO back up your data disks regularly (see Chapter 7.5). You 
cannot keep too many backups, nor can you back up too often, 


7. DON'T attempt to print out anything if no printer is attached 
to your system. 


8. DO delete your reconciled cheques if you find your cheque file 
is nearly full. or if the system seems to be taking a long time 


to search through all the data in the system, 


9. DO follow all the rules on this page. 
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APPENDIX B 
DISBURSEMENT CODES 


How you assign your Disbursement codes in your own system is up 
to you. A list of sample codes is supplied below, which you can 
be guided by. When you assign codes, it is usually convenient to 
follow certain rules: 


1. Even though codes are entered in as you go, it is sound 
practice to draw up a list of the codes you intend to use first, 
guided by the suggestions below. This will prevent untidiness, 
and make the system easier to operate. Keep the list handy, so 
you can refer to it when you enter new codes. 


2. Assign codes of a similar nature around the same group of 
numbers, e.g. all income codes between 200 and 299, all motor 
vehicle expenses between 460 and 470. This is very convenient for 
reporting purposes, as you can print out reports for a range of 
codes, which can then give you a sub-total for similar codes. 


3. Assign "dummy" codes, which you will never actually assign 
anything to, as headings to make your reports look more 
meaningful. For example, if your income codes ran from 200 to 
299, call code 200 something like "### INCOME ###", Tt will print 
out like that on your reports and give all your income codes a 
heading. 


4, It is convenient to assign code 0 to "cancelled cheques", 
Don't just ignore these cheques, still enter them into the system 
so that when you print out a list of cheques you won't wonder 
what happened to the missing cheque numbers, 


5. Take special care with the code you assign to "Bank Charges" 
when you set the system up, aS you won't be able to change it. 


6. Leave a bit of room for future expansion between the codes 
when you assign them. It is a good idea to space them 10 apart at 
first, then if you get a new code later which you want to use, 
you can place it between these two. 


7. Assign code 999 to "Suspense", where you can temporarily put 
items you are unsure about where to put. 


8. Remember. to delete a disbursement code, its balance must be 
zero. You enter <*DELETE*> against its description when you are 
in the Add/Modify cheques routine, and that disbursement code 
will disappear. 
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A list of sample disbursement codes follows: 


CODE 


000 
210 
220 
230 
240 
250 
310 
320 
330 
350 
360 
370 
3 80 
390 
400 
410 
420 
430 
44O 
450 
460 
470 
480 
490 
500 
510 
530 
540 
550 
560 
570 
580 
5990 
600 
610 
620 
630 
6 40 
710 
720 
730 
740 
810 
820 
999 


DESCRIPTION 


CANCELLED CHEQUES 

- “*INCOME*® 

INCOME - SALES 
INCOME - WAGES 
INCOME - SUNDRY 
SALES TAX 

- ‘®"EXPENSES® 
ACCOUNTANCY FEES 
ADVERTISING 

BANK O/DRAFT FEES 
BANK CHARGES 

CASUAL WAGES 
CLEANING 
CARTAGE-COURIERS-ETC 
DIRECTOR'S FEES 
ELECTRICITY & POWER 
EMPLOYEES AMENITIES 
ENTERTAINMENT 

HIRING 

INSURANCE 

LEGAL EXPENSES 
M/VECH. PETROL & OIL 
M/VECH. INSURANCE 
M/VECH. REGISTRATION 
M/VECH. REPAIR/MAINT 
MANAGEMENT FEES 
PAYROLL TAX 

POSTAGE 
PRINTING/STATIONARY 
PURCHASES 

RENT 

R.& M. PLANT & EQUIP 
SALARIES & WAGES 
SALES PROMOTION 
SUBSCRIPTIONS 
SUPERANUATION 
TELEPHONE 

TELEX 

~- *®ASSETS®* 

PURCH. MOTOR/VECH 
PURCH. PLANT/EQUIP 
LOAN ACCOUNT 

- *LIABILITIES* 
DRAWINGS 

SUSPENSE 
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APPENDIX C 
USING A HARD DISK DRIVE 


If you wish to use VISION-CASHBOOK on a hard disk system, you 
must purchase the hard disk version from your dealer. If you 
already have VISION-CASHBOOK and wish to convert to hard disk, 
your dealer or Vision-80 Pty. Ltd. will be able to assist. 


To use VISION=-CASHBOOK on a hard disk you should have’ some 
familiarity with the operating conventions of your hard disk 
drive, mainly the way that different volume numbers are allocated 
to different "phantom" floppy disks. This manual is not the place 
to teach such information, you should consult your hard disk 
manual. You will need to be familiar with the concepts of "Slot", 
"Drive" and "Volume" as they pertain to the operation of your 
hard disk. 


Once you have the hard disk version of VISION-CASHBOOK, copy it 
across to whatever volume you wish to use as the program disk, 
call the file CASHBOOK" and lock it. You also need to set aside 
another volume for data for each chequebook that you intend 
operating on. DO NOT PUT ANY OTHER PROGRAMS OR DATA ON ANY OF 
THESE VOLUMES. 


The general operating procedures of VISION-CASHBOOK on the hard 
disk are identical to the floppy version. The main differences 
are in the backup procedure, 


To start VISION-CASHBOOK, enter <RUN CASHBOOK, Sx, Vy> where "x" 
is the slot number your hard disk is connected to in the Apple 


and "y" is the volume number of the hard disk volume containing 
the VISION=-CASHBOOK progran. 
When you begin the VISION-CASHBOOK program, you will be asked to 
ENTER CASHBOOK VOLUME NUMBER 


Here you must enter the volume number of the volume you have 
assigned to be the data disk for this particular chequebook. 


All functions, except backing up, are then identical to those 
explained in the body of this manual, 
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BACKING UP USING A HARD DISK. 

Upon selection of Option 5 of the Main Menu, BACKUP A DATA DISK, 
the same messages will appear as when you exit from the program 
(see Chapter 7.0). You will then see the prompt: 

PRESS RETURN WHEN READY 

# Press <RETURN>. You will now see the message: 

ENTER CASHBOOK VOLUME NUMBER 

* Enter the volume number that the VISION-CASBOOK program is 
stored on. You will now see the following four prompts, in order. 
You must answer the correct volume and slot numbers: 

ENTER THE CASHBOOK DATA VOLUME NO. 

ENTER THE CASHBOOK DATA SLOT NO. 

ENTER THE BACKUP DATA VOLUME NO, 

ENTER THE BACKUP DATA SLOT NO. 

* After you have entered the first two, the volume and slot of 
the data to be backed up, the prompt will appear on the bottom of 


the screen: 


ENTER "0" FOR THE BACKUP VOLUME NO. IF 
YOU ARE BACKING UP ON A FLOPPY DRIVE 


* After you have entered all four numbers, you will see the 
following message: 


IS THE ABOVE CORRECT (Y/N)? 

PRESS RETURN WHEN READY 

* If you answer <N> to this question, you will be given the 
opportunity of changing any or all of your answers. In this way 
you can back up to where you want, onto another volume of the 


hard disk or onto a floppy disk. 


* After the backup has finished, you will see the following 
message: 


BACKUP PROCEDURE SUCCESSFULLY COMPLETED 


* THE VISION-CASHBOOK session is now completed. You may turn off 
the system or go on with other work, 
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APPENDIX D 
USING A 128K RAM CARD 


If you have a VISION-128 or VISION-256 RAM card, you may use it 
with VISION-CASHBOOK to speed up operations. It is particularly 
effective if you have a large number of cheques in the system, or 
if you are doing a long session. This function may also work with 
some other brands of RAM card. If in doubt, consult your dealer, 


If you have such a RAM card in your Apple, you will see the 
following prompt after you have booted VISION-CASHBOOK: 


THERE IS A 128K RAMCARD IN SLOT x 
VISION-CASHBOOK CAN USE A 128K RAMCARD 
AS A PSEUDO DISK DRIVE. THIS WILL SPEED 
UP THE GENERAL OPERATION OF CASHBOOK. 
DO YOU WISH TO USE THE RAMCARD (Y/N): 


If you answer <N>, VISION-CASHBOOK will continue with its normal 
operation, as outlined in Chapter 6. 


If you answer <Y>, you will see the following message: 
INSTALLING RAM DRIVE - PLEASE WAIT 

This will be followed by the prompt: 

INSERT CASHBOOK DATA DISK IN DRIVE 1 

PRESS RETURN WHEN READY 


Remove the VISION-CASHBOOK program disk and insert your data 
disk, then press <RETURN>. You will see the message: 


FILES ARE BEING COPIED - PLEASE WAIT 


All the files from the data disk are loaded into the RAM disk. 
When they are finished you will see the message: 


INSERT CASHBOOK PROGRAM DISK IN DRIVE 1 
PRESS RETURN WHEN READY 


Operation of VISION-CASHBOOK is then identical to that described 
in the body of this manual, except that it will be much quicker. 
The only difference is with the closing down procedure, when data 
files must be copied back from the RAM disk to your data disk. 
This procedure must be followed whether you select <0O> for EXIT 
FROM CASHBOOK or <5> for BACKUP A DATA DISK. 
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When you exit in either of these ways you will see the prompt: 
INSERT CASHBOOK PROGRAM DISK IN DRIVE 1 

PRESS RETURN WHEN READY 

You will then see: 

INSERT CASHBBOK DATA DISK IN DRIVE 1 

PRESS RETURN WHEN READY 

followed by 

FILES ARE BEING COPIED - PLEASE WAIT 

and 

INSERT CASHBOOK PROGRAM DISK IN DRIVE 1 

PRESS RETURN WHEN READY 

This will copy your files back onto your data disk and correctly 


exit from VISION-CASHBOOK. If you are backing up your files, you 
will then follow the copy procedure (Chapter 7.5) 
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APPENDIX E 
HOW TO INITIALISE DISKS 


In initialising disks is quite easy. You will need to do it to 
data disks before you can use them with VISION-CASHBOOK. It is 
necessary to initialise new disks, so that the are ready to 
accept data. It's a bit like ruling lines on paper before you 
write on it. Initialisation wipes out any existing data or 
programs on a disk, so only attempt to initialise disks which are 
brand new and have never been used, or disks which have 
information on them which is not of any use, 


To initialise a disk, follow this procedure; 


# Boot your disk marked DOS 3.3 SYSTEM MASTER. You should have 
received this disk when you got your Apple. 


You can "boot" the disk by turning your Apple off then back on, 
or better still. by typing <PR#6> <RETURN> from Applesoft, i.e. 
when the "]" prompt is displayed before the cursor, 


* You may see some messages on the screen, Ignore them. After a 
short time the disk will stop whirring. Enter <INIT HELLO> 
<RETURN>. 


* The disk will make a harsh noise, and then just spin normally. 
After about thirty seconds, it will stop. The disk is now 
initialised. 


* If you want to initialise any more disks, just type <INIT 
HELLO> <RETURN>D again. 


* When you have finished, turn off the Apple or boot the 
VISION-CASHBOOK program (or whatever program you want to use 
next) with a <PR#6> return. 
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INDE X 


A 


Add cheques 8,13,39 
"Already on file" 17 


B 


Backups 7,19,27,54 

Bank charges 11,33 

Bank reconciliation: see Reconciliation 
Booting 10,32 


C 


"Cheque book name" 12 
"Cheque details are being loaded" 19,35 
"Cheque does not balance" 16 
Cheque No. 13,14,29,30,39 
Closing balance 14 

Code: see Disbursement code 
Contents 83 

Copyright e2 

"Correct disk" 19 

Corvus: see Hard disk 

<CTRLD key 5 


D 


Data disk 10,19,33 

Date 12,13,30,34,40 

Date format 12.29.34 

Deposit 15 

Deposit No. 15.29.30 

Disbursement code 14,30,41,57 
Disbursement code samples 58 

Disbursement description 14,30 
Disbursement value 30,41 

Disclaimer 2 

"Do you wish to change options" 20,36 

"Do you wish to delete reconciled items" 17, 26,37 
"Do you wish to print the summary" 24 

"Do you wish to print this data" 21 

"Do you wish to see individual months" 26 


"Do you wish to sort the file into cheque no. sequence" 


"Do you wish to zero disbursement totals" 20,36 
"Does your printer use form feed" 12,34 
Dos and don'ts 56 
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E 


"Enter bank charges" 23 

"Enter disb. code fo bank charges" 11 
"Enter first cheque number" 20 

"Enter first disbursemnt code" 25 
"Enter last cheque number" 20 

"Enter last disbursement code" 25 
"Enter month number" 25,36 

"Enter opening balance" 11 

<ESC> key: see Help key 

Exit VPa3T 


F 

"File reorganisation in progress" 38 
H 

Hard disk 4, 59 

Hardware requirements 4 

Help key 5.30,31 

I 

Initialising disks 10,63 

L 

<LEFT ARROW>D key 5,16,31 

List cheques 8,9,21,43,50 
List cheques menu 25,50 

List disbursement codes 51-53 
M 

Main menu 13,37 

Memo 14,30,40 

Modify cheques 8,16,39 

N 

"No cheques exist on this disk" 11 
0 

128K RAM card: see RAM card 


Opening balance 11,33,56 
Options: see System options 
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P 


Password 7,12.19,34 

Payee 13,30,40 

Printer 4 

Printer interface 10,12 
"Printer slot" 12,34 
"Printer type" 12,34 
"Processing terminated" 18 


R 


RAM card 4,61 
Reconciliation 9,22,48 
Reporting 25 

<RETURN>D key 5,14 

<RIGHT ARROW> key 5,16, 31 


S 


Search cheques 8,21,43 

Search by cheque number 21,44 
Search by date 45 

Search by disbursement code 22,47 
Search by payee 22.46 

Search/List cheques menu 20 
Source 15.30 

<SPACE BAR> key 5,14,31 

Special keys 5, 31 

"Statement month" 24 

Summary of reconciliation 24,49 
"System backup has not been done" 19,35 
"System date" 12 

System options 34,35 


T 
Total debit 14 
U 


Unknown code 14 
User I.D. 12,34,35 


V 
Value 14.30,40 
W 


Warranty 2 


66 


